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TIAVEL INSTRUCTIONS I'OR, CIVILIAN [iiPLOY?EOGC Has Reviewed*

POLICY

a. It is the policy of the CIG to llmlt the Lravel of employeeu to a
minimum consis tent with operdtin& requlremantb. All travel muat be
authorized in writing in advance, and such authoglgailon Wlll be
made only after it has been determlnpd by a proporly deulgnated official
that the travel is offlcmally necessary. Authorization will be given
for specific trips only, and blaﬂket travel orders will not be issued

unless approved by the Chief, Personnel and Administration Branch.

{oc

A1l travel by employees paid from vouchered funds must be authorized

and performed in accbrdance'with the provisions of Standardized

Government Travel Regulations and/or applicable current statutes.

AUTHORIZATION

4. Uhen it is determined that it is necessary for a vouchered civilian
employee to perform official domestic travel, a travel request on
Form 34-5 will be approved by the office or branch chief and forwarded
to the Chief, Fiscal Section. The Chief, Fiécal Section will approve
and forward Form 3L-5 to the Travel Unlt, Fiscal Section for issuance
of the necessary travel orders.

b. After the travel order is prepared and fu%ds to cover the cost of

travel have been obligated, the original w111 be forwarded to the

traveler or may be picked up by the trav%ler from the Travel Unit,

1

Fiscal Section.

c. 'To amend a previocusly issued travel order, a new request should be
submitted in accordance with the procedure outlined above, If ap-

proved, the amended order will be issuedland distributed in the same

manner as' the original,

i

Requests for travel should be initiated %ufficiently in advance of
the commencement of travel so that the Ch%ef, Fiscal Section will
have the request in his possession at leaét‘hB hours prior to the

time the travel is to begin. . :

25X1A

25X1A
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4. After the completion of a trip, or at the end of each month, the

traveler will submit his account &or travel reimbursement expenses
on Standard Form 1012, "Public Vducher for Reimbursement of Travel
and Other Expenses including Per|Diem". This form will be approved

administratively by the Branch Clief or his designee and forwarded

" in quadruplicate to the Fiscal S%ction for audit, certification and

i

nayment. |

An édministrative audit of Form 1012 will be performed by the Fiscal
Section to determine if the travél vias performed as authorized in
éccordance with Standardized Government Travel llegulations and perti-
nent travel order. iny suspensions (deductions) from the amount
claimed will be reported to the traveler on an "Administrative Audit
Difference Statement! together with an explanation, where applicable,
of the information necessary to support a reclaim of the amount previ-

ously suspended,

TRAVEL SERVICES

a.

GENERAL INFORMATION FOR_THE TRAVELER

It is the responsibility of each tr?veler to prepare his travel
voucher in proper form. Howsver, upon request, the Travel Unit,

|
Fiscal Section will extend advi.ce and assistance in connasction with

!
the preparation of vouchers. The Tgavel Unit of the Fiscal Section
¢

‘

will also, when requested, render special services for military and
]

b
. 8| s
naval personnel by making a pre-audit and examination of travel
i

‘vouchers . for accuracy and compliance%with regulations prior ‘o their

submission to the War or Navy Disbur%ing Officer for payment,

2.

Examine Orders
The traveler should examine his trav%l order to determine that it
specifies all reduirements including%the mode of transportation to
be used, the period to be covered, aéd the places tQ be visited., If
the order does not provide adequate c%verage, an amendment shonld be

requested through proper channels priér to the time travel is begun.

- -
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Haintain Records

The traveler should maintain aceurate records of time of departure
from and arrival at differcnt points, and a record of official ox-
penditures as well as copics of official telegrams and paid receipts
Tor officlal expenses when nece ﬁary. It is cssential that the
traveler have this information to enable him to prepare a correct

reimbursement voucher.

B AR < S -

Purchase of Tickets

It is the responsibility of the £raveler to ascertain in all cases
vhether or not through ticketls, excursion tickets or reduced rate
round trip tickets can be secured. The fact Lhat the exlstence of
such rates may not have been known to the traveler does not relieve
him of rosponsibility of obtaining theyiowost rates. T4 is essential
that the traveler purchase a ticket thaé will adequately cover the
period of his travel without incurring %ny unnceessary expense. ihen
traveling by common carrier, Govcrnment;Transportation Requests which
will be furnished by the Travel Unit, Fiscal Section must be used.

Return Unused Tickets

Unused portions of tickets should be sﬁbmitted attached to the travel
1
1

reimbursement account, Standard Form loiz.

|

1
i
i
i

Per Diem
The calendar day will be the unit usea in computing the per diem
allowance for continuous travel of moée than twenty-four nours. For
fractional parts of a day at the comméncement or ending of such con-
tinuous travel, one-fourth of the rat% for a calendar day will be
allowed for each period of sit hours 5} fraction thereof. Wo per
diem will be allowed when the departur; from official station is
after 8:00 a.m. and the return on the %amc day is prior to 6:00 p.m.,
or for any absence not excecding threeihours. For the first 60 days
of contimious domicile at a temporary éost of duty invthevU. Sy a
per diem allowance not to cxceéd $6.00émay be auth&rized within the
continental U. S. Then the period of éontinuous domicile extends

beyond 60 days, the rate of aliéwance %hall be reduced to not to ex-

i
!
3

ceed $4.00 per déy, which will continué in effect until midnight of

-3 -
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the date of departure from that point. Any absence of 10 days or
laess from such temporary post of duty shall not be regarded as af-
fecting the continuity of domicile at that point, The effcct of

sick and/or anmual leave upon bth‘e continuity of the travol;':r's
domicile at temporary post of d\{,’ity shall be administratively deter—
mined in cach case based upon the circumstances surrounding the leave,
‘and final authority for such d.dt'termination shall rest with the bonded
Certifying Officer who approves the account for payment.

fo Leave While in Travel Status

If leave of absence of any kind bogins or terminates within the

F

travelerts prescribed hours of duty, mer diem allowance will terminate

or begin at tue same time. IY the leave of absence docs not begin
or terminate within the traveler!s prescribed hours of duty, the

;
traveler will be regarded as being in subsistence status until mid~

, | night of the last day on which actual service is rondercd preceding
the leave of absence and from 12:615 a.m. of the day on which actual
service is resumed. Fractional leave of absence wholly within a day,

where for half of the prescribed vforking hours or less, will be dis-

regarded for subsistence purposes. Where it exceeds helf of the
prescribed working hours, no subsistence will be allowed.

g, Advance of Funds

hdvance of official funds to cover, the expenses of a vouchered em-
ployee while in a travel status, can be made only if the employee
exccutes a Bond of Indemnity. The cost of the premium in securing

such a bond (§$5.00) must be borne personally by the employce.

A St

6. FOREIGN TRAVEL

J i

&. Per diem rates will be paid travelers abroad in accordance with the .

Lo/

} : rates prescribed in Budget Circular A-7, jsubject to a deduction of

15% for each meal and/or lodging purchased by the traveler from the
£

s

ius i . .
| military or from another branch of the Government drawing rations

?
: Y 3
‘ i ! \from the military or to a deduction of %O% for each meal and/or

/ \odging furnished to him by the governmént without charge.

1
i

[P

-
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[ i . Date Line, per diem for one day will be deducted from all travel
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accounts when such travel is involved,

‘ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

\

1 \

N

! N

fy

25X1A
b ‘ .

i DepTty, Excoutive for Pursonnel /|
1 fo ‘and Administration W
{ /
l | /
| /
| /

‘ ;f
: /
|
i‘ |
f E“
| .

|

i

(i

T T Approved For Release 2003103710 CTAKDPET-007 Z8ROUCT 0005002 g ssncrireae




10 : CIA-RDP81-00728R000100050027-0
Approved For Release 2003/03/1( T2 o

‘ “‘ﬁﬁ&r’n‘;cmm * ’
| 3/’(@&2’“@/.?%8 25X1A

CENTRAL INTELLIGENGCE GROUP

B

CIG ADMINISTRATIVE ORDER ‘ \’y
TRAVEL INSTRUGTIONS FOR > CIVILIAN EMPLOYEES w)]ji/’»’

1. POLICY

8. It is the policy of the CIG to limit the travel of employees to a
minimum consistent with operating requirements. All travel must be
authorized in writing in advance, and such authorizations will be
made only after it has been determined by a properly designated
official that the travel is officially necessary. Authorization
will be given for specific trips only, and blanket travel orders
will not be issued unless approved by the Chief, Personnel and
Administration Branch,

b. All travel by employees paid from vouchered funds must be authorized
and performed in accordaunce with the provisions of Standardized
Government Travel Regulations and/or appliocable current statutes.

2. AUTHORIZATION

i . 8¢ Then it is determined that it is necessary for a vouchered civilien
employee to perform official domestic travel, a travel request on
Form 34-5 will be approved by the office or branch chief and forwarded
to the Chief, Fiscal Section., The Chief, Fiscal Section will approve
and forward Form 34-5 to the Travel Unit, Fiscal Section for issuance
of the necessary truvel orders., ‘

b. - After the travel order is prepared snd funmds to cover the cost of
travel have been obligated, the original will be forwarded to the
traveler or may be picked up by the traveler from the Travel Unit,
Fiscal Section.,

c. To amend & previously issued travel order, a new request should be
submitted in accordance with the procedure outlined above, - If
approved, the amended order will be issued and distributed in the
same manner as the original.

d. Requests for travel should be initisted sufficiently in advence of
the oommencement of travel so that the Chief, Fiscal Section.will
have the request in his possession at lesast 48 hours prior to the
time the travel is to begin.
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&s After the completion of a trip, or at the end of each month, the
traveler will submit his account for travel reimbursement expenses
on Standard Form 1012, "Public Voucher for Reimbursement of Travel

| : and Other Expenses including Per Diem", This form will be approved
} : administratively by the Branch Chief or his designee and forwarded

‘ k '3+ REILMBURSEMENT FOR TRAVEL EXPENSES

in quadruplicate to the Fisoal Section for audit, certification and
payment .

be An administrative audit of Form 1012 will be performed by the Fiscal
Seotion to determine if the travel was performed as authorized in
accordance vwith Standardized Govermment Travel Regulations and
pertinent travel order. Any suspensions (deductions) from the
amount oleimed will be reported to the traveler on an "Administrative
Audit Difference Statement" together with an explanation,where
e.pplioable, of the information necessary to support a reclaim of tho
amount previously suspended.

4. TRAVEL SERVICES

8., It is the responsibility of each traveler to prepare his travel
voucher in proper forme However, upon request, the Travel Unit,
Fiscal Section will extend advice and assistance in connection
with the preparation of vouchers. The Travel Unit of the Fiscal
Section will also, when requested, render special services for
military and naval personnel by making & pre-audit snd examination
of travel vouchers for accuracy end compliance with rejulations
prior to their submission to the War or Navy Disbursing Officer
for payment.,

5. GENERAL INFORMATION FOR THE TRAVELZR

a. Examine Orders
et s

The traveler should exasmine his travel order to determine that it
specifies all requirements including the mode of transportation

to be used, the period to be covered, and the places to be visited,
;‘ : If the order does not provide adequate coverage, an:amendment should
‘ be requested through proper channels prior to the time travel is
begun.

be Maintain Records

The traveler should maintain accurate records of time of departure
from and arrival at different points, and a record of official
expenditures as well as copies of official telegrams and paid
receipts for official expenses when necessary. It is essential
‘that the traveler have this information to enable him to prepare
& correct reimbursement vouchere
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Purchase of Tiokets

It is the responsibility of the traveler to ascertain in all ocases
whether or not through tickets, excursion tickets or reduced rate
round trip tickets can be secured., The fact that the existence of
such rates may not have been known to the traveler does not relieve
him of responsibility of obtaining the lowest rates. It is essential
that the traveler purchase a ticket that will udequately cover the
period of his travel without incurring any unnecessary expense. When
traveling by common carrier, Govermment Transportation Requests which
will be furnished by the Travel Unit, Fiscal Section must be used.

Return Unused Tickets

Unused portions of tickets should be submitted attached to the travel
reimbursement account, Standard Form 1012

Per Diem

The calendar day will be the unit used in computing the per diem
allowance for continuous travel of more than twenty-four hours. For
fractional parts of a day at the commencement or ending of such
continuous travel, one-fourth of the rate for a calendar day will be
allowed for each period of six hours or fraction thereor, No per
diem will be allowed when the departure from official station is
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m.,
or for any absence not exceeding three hours. For the first 60 days
uf continuous domicile at a temporary post of duty in the U, S., a
per diem allowance not to exceed $6.,00 mey be authorized within the
continental U, S. When the period of continuous domicile extends
beyond 60 days, the rete of allowance shall be reduced to not to
exceed $4.00 per day, which will continue in effect until midnight
of the dete of depatture from that pointe. Any absence of 10 days
or less from such temporary post of duty shall not be regarded as
affecting $he continuity of domicile at that point. The effect of
sick and/or annual leave upon the continuity of the traveler's
domicile at temporary post of duty shall be administratively
determined in each case based upon the circumstances surrounding
the leave, and final authority for such determination shall rest
with the bonded Certifying Officer who approves the account for
payment. ‘
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Leave While in Travel Status

If leave of absence of any kind begins or terminates within the
traveler's presoribed hours of duty, per diem allowance will
terminate or begin at the same time, If the leave of absence does
not begin or terminate within the traveler's prescribed hours of
duty, the traveler will be regarded as being in subsistence status
until midnight of the las¥ day on whioh actual service is rendered
Preceding the leave of absence and from 12:61 a. m,. of the day on
which actual service is resumed, Fractional leave of absence
vholly within a day, where for half of the presoribed working hours
or less, will be disregarded for subsistence purposes, Where it
exceeds half of the preseribed working hours, no subsistence will
be allowed,

Advance of Funds
I 4

Advance of official funds to cover the expenses of & vouchered
employee whils in a travel status, can be made only if the
employee executes a Bond of Indemnitys The cost of the premium
in securing such a bond ($5.00) must be borne personally by the
employee,

6. FOREIGN TRAVEL
—

8,

b,

Per diem rates will be paid travelers abroad in accordance with the
rates prescribed in Budget Circular A-7, subject to a deduction of
15% for each meal and /or lodging purchased by the traveler from the
military or from another branch of the Government drawing rations
from the military or to a deduction of 20% for each meal and/or lodg-
ing furnished to him by the government without charge,

‘8ince one day is lost on a westward créssing of the Internationsl

Date Line, per diem for one day will be deducted from all travel
accounts when such travel is involved,
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NMEMORANDUNM WOR TT EXMCUTIV™Y FOR PAuRSONNEL AND ADMINISTRATION
. Subject: Proposed Adminlstrative Order on Travel Allow-
25X1A ances and Amerdment to CIG Administrative Order

' Ineclosure: 8a. @ Proposed Amendnent. to CIG Adminlstrative
25X1A . Order |

b Propoéed CIG Administrative Crder Concern-
Tng Travel Allowances and Per Diem payable from
Unvouchered [Munds

25X1A 1. Attached is a proposed amendment to CIG Administrative
Order entitled "Travel Instructions for Civilian Tmploy-
ees", Parapraph 6 & has been expanded to inelude the full pro-
! visions of parapraph 45 of the Standardized Govermment Travsl
25X1A Repgulations. In addition, a further paras h has been added,
stating that CIG Administrative Order [fffffjshall apply only
where the travel allowances and ner diem are payable from
vouchered funds,
2. nclosed is o proposed CIG Administrative Order con-
25X1A cerning travel allowances and per dlem, and isg applicable only
1 where such allowances and per diem are properly payable from
j 25X1A unvouchered funds, Paragraph II is substantially the same as
I ' .paragraph 6 a of' the proposed amendment to GIC Administrative
’ 1Order Paragraph III deals with the travel allowances
ipayabl prospective employess who are dirccted to report
to Washington for assessment. Paragraph IV is concerned with
. the payment of per diem Tor personnel who are directed to
i report to Washinpton for temporary duty to effect necessary

&training prior to departure for an overseas station. Para—

graph IV 1s consistent with the provisions of CIG Administra-

25X1A  tive Ovder[ ]

1

3+  The attached Orders appear to be in accordance with
your views. The Assistant Director for Special Operations and
the Chief, Special Funds, have approved the provisions of the
proposed Order applicable to unvouchered funds. Thilis office
is of the opinion that the proposed Order and amendment are
necessary and are now in order_ for publication

L 25X1A

‘ ~ LAWRENCE . HOUSTON
\ General GCounsel

%

GHdridem
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CHIRAT, THITLLIGRRG S GROuY

AMTNDIVNT TO 0 L0 ADMINISIRATT VY 0%4%?' |

TRAVEL TNSTRUCTLONS MOR GIV I.T:IA]‘I/“"MPLOYEHS'.

25X1A

thereot there shall

a.  Dureau of the Mudeet Tircular A="7, ravised, dated 5 7
September 1946, contains amendments t Standardized Government Cor o
Travel Repuletions.  Parasraph 45 o/ thesc Repulations, sot . k&j
Forth in Budpet Circular A=7, provides in part that, "For 4%7
travol on offlclel business outsidgl the continental 1limits of e
the Unlted States, a per diem allYowance not Lo exceed 7,00, N\
in lieu of subslstence cxpensos nay Le allowed (oxcept during
the flscal yeor 1947 the maximn por diem allowance shall bhe
the amonnt proscribed in Appefdix 1 of this Repulation). The
per diem allowances provided/herein represent the moximua ale
lowable, not the minimum." t is the responsibility ol the ?%
officials authorized to isglie travel orders ~nnd authorlze a
par diem sllowance to see/that the travel orders authorize
only such per dikem nllowghce not in excess of the maximum as
are justiilsd by/the cipowrstances surrounding the travel,
Therefore, in accordange with parapgraph 45, "Gare should be
oxXercised to prevent ¥he fixing of a per diem allowance in

~excess ol that requiyed to meet the necessary authorized
expenses."  The por Allem allowance described in Appendix 1
of paragraph 45, which Appendix is attached to Pureau of the :
Budget Cirecular A-7, may be authorized by the porsons to whom 25X1A
authorlity to issyb travel orders has beaen ifronted. Such
persons Include fhiefs of Missions, Bxecutive for Personnel
and Administra}fon, Chief, Tinanee Division, and Chier,
fiscal Sectioni

Poragraph G- a is deletod and In lleu
be the followilng:

6o I'ORBICI TRAVRL

25X1A

There As added to 0IG Administrative Order a
paragraph wvhlch shall read as follows:
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7. APPLICATION:

~Thls Ordor and amendments theroto shall

(pply only whero
travol allowancos ond por diem are payable

Prom voucherod funds

7

‘

FOR TIE DIRKCTR OF CIYARAL INTTLLICRENGH

25X1A

OIONGL,; GAC
Fxecutlve for Personnel
and Administration
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CL.0. ADINISTRATIVE ORDER 25X1A
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1. peLIcY

a.. It is the policy of the CIG to limit the travel of employees to a
minimum consistent with operating requirements. A1l travel must be
authorized in writing in advance, and such authorizations will be
made only after it has been determined by a properly designated official
that the travel is officially necessary. Authorization will be given
for specific trips only, and blanket travel orders will not be issued
unless approved by the Chief, Personnel and Administrétion Branch.

b. All travel by employees paid from vouchered funds must be authorized
and performed in accordance with the provisions of Standardized
Government Travel Regulations and/or applicable current statutes.

2. &UTHORIZ}IEQH

4. When it is determined that it is necessary for a vouchered civilian
employee to perform official domestic travel, a travel request on
Form 3L-5 will be approved by the office or branch chief and forwarded
to the Chief, Fiscal Section. The Chief, Fiscal Section will anprove
and forward Form 34-5 to the Travel Unit, Fiscal Section for issuancg

of the necessary travel orders.

o

aAfter the travel order is prepared and funds to.cover the cost of

travel have been obligated, the original will be forwarded to the

traveler or may be picked up by the traveler from the Travel Unit,
Fiscal Section.

c. To amend a previously issued travel order, a new request should be
submitted in accordance with the procedure outlined above, If ap-

proved, the amended order will be issued and distributed in the same

manner as the original.
Requests for travel should be initiated sufficiently in advance of

the commencementlof travel so that the Chief, Fiscal Section will

Q.

have the request in his possession at least L8 hours prior to the

time the travel is to begin.

s

Lot S 200

e A—
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%, 3. RELBURSEMENT FOR TRLVEL EXPENSES

: a. After the completion of a ‘trip, or -at the end of cach month, the
/ traveler will submit his account for travel reimbursement expenses
on Standard Form 1012, "Public Voucher for Reimbursement of Travel
and Other Expenses including Per Diem". This form will be approved
administratively by the Brahch Chief or his designee and forwarded
in quadruplicate to the Fiscal Section for audit, certification and
payment.

b. An adminisﬁr'ative audﬁ df Form 1012 will be performed by the Fiscal
Section to determine if the travel was performed as authorized in
accordance with Standardized Government Travel llegulations and perti-
nent travel order. Any suspensions (deductions) from the amount
claimed will be reported to the traveler on an“‘Administrative Audit
Difference Statement" together with an explanation, where applicable,
of the information necessary to support a reclaim of the amount previ-
ously suspended.

L. TR.VEL SERVICES

a., It is the responsibility of each traveler to prepare his travel
vouchef in proper form. Héwever, upon request, the Travel Unit,
Fiscal Section will extend advice and assistance in connection with
the preparation of vouchers. The Travel Unit of the Fiscal Section
will also, when requested, render spzcial services for military and
naval personnel by making a pre-audit and examination of travel

i vouchers for accuracy and compliance with regulations prior to their

submission to the War or Navy Disbursing Officer for payment.

5. GENERAL INFORMATION FOR_THE TRAVELER
! ~ a. EBxamine Orders
The . traveler should examine his travel order to determine that it
» specifies all requirements including the mode of transportation to
| be used, the period to be covered, and the places to be visited. If
"the order does not provide adequate coverage, an amendment should be

requested through proper channels prior to the time travel is begun.

-2 -
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M&inbéin Necords

The traveler should maintain accurate rccords of time of depérture
Lrom and arrival at different points, and a record of official ex-
pendituros as well as coples of official telegrams and paid receipts
for official expenses when necessary. It is ossential that the
traveler have this information to cnable him to prupare a corrcet
reimbursement voucher.

Purchase of Tickets

It is the responsibility of the traveler to ascertain in all cases
whether or not through tickets, excursion tickets or reduced rate
round trip tickets can be secured. The fact that the existence of
such rates may not have been knovm to the traveler does not relieve
him of responsibility ol obtaining the lowest rates. It is essential
that the traveler purchase a ticket that will adequately cover the
period of his travel without incurring any unnccessary expense. When
traveling by common carrier, Government Transportation Reguests which
will be furnished by the Travel Unit, Fiscal Scction must be used.

Return Unused Tickets

Unused portions of tickets should be submitted attached to the trawvel
reimbursement account, Standard Form 1012.

Per Diem

The calendar day will be the unit used in computing the per diem
allowance for continuous travel of more than twenty-four hours. For
fractional parts of a day at the commencement or ending of such con-
tinuous travel, one~fourth of the rate for a calendar day wiil be
allowed for each period of six hours or fraction thereof. WNo per
diem will be allowed when the departure from official station is
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m.,
or for ény absence not exceeding three hours. For the first 60 days
of continuous domicile at a temporary post of duty in the U, Sy a
per diem allowance not to cxceed $6.00 may be autﬁorized within the
continental U. 5. When the pcridd of contimous domicile coxtends

beyond 60 days, the rate of allowance shall be reduced to not to ex-

_ceed $4.00 per day, which will contimue in effect until midnight of
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the date of departure from that point. Any abscnce of 10 days or
less from such temporary post of duty shall not be regarded as af-
feeting the continuity of domicile at that point. The ¢ffect of

sick and/or annual leave upon the continuity of the traveler!s
donicile at temporary post of duty shall be administratively deter-
mined in cach case based upon the circumstances surrounding the leave,
and final authority for such determination shall rest vwith the bonded
Certifying Officer who approves the account for payment.

f. Leave While in Travel Status

If leave of absence of any kind begins or terminates wiﬁhin the
traveler!s prescribed hours of duty, poer diem allowance will terminate
or begin at the same time, If the leave of absence does not begin
or terminate within the traveler!s prescribed hours of duty, the
traveler will be regarded as being in subsistence status until mid-
night of the last day on which actual service is rendercd preceding
the leave of absencé and from 12:01 a.m. of the day on which actual
sorvice is resumed. Fractional leave of abscnce wholly within a day,
where for half of the prescribed working hours or less, will be dis-
regarded for subsistence purposes. Where it exceeds half of the
prescribed working hours, no subsistence will be allowed.

g. Advance of Funds

hdvance of official funds to cover the expsnscs of & vouchcred em~
ployee while in a travel status, can be made only if the emnloyce
exccutes a Bond of Indemnity. The cost of the premium in securing
such a bond (§5,00) must be borne personally by the employce.

6. FOREIGN TRAVEL

~
o ——_—n e htrtr ot

@, Per diem rates will be paid travelers abroad in accordance with the

rates prescribed in Budget Circular A-7, subject to a2 deduction of
15% for each meal and/or lodging purchased by the traveler from the

militery or from another branch of the Government drawing rations

from the military or to a deduction of 20% for each meal and/or

lodging furnished to him by the government without charge.

-l -
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b. Since onoc day is lost on a westward erossing of the Intornational

Date Linu, por diem for one day will be deducted from all travel

accounts when such travel is involved.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

25X1A
DepuTy EXocutive foT Pursonncl ]
and Administration g
-5 -
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TRAVEL INSTRUCTIONS FOR CIVILIAN §MPLOYZES

1. BCLICY
a. It is the policy of the CIG to limit the travel of employees to a
minimum consistent with operating requirements. All travel must be
authorized in writing in advance, and such authorizations will be
made only after it has been determined by a propefly designated official
that the travel is officially hecessary. Authorization will be given
for specific trips only, and blanket travel orders will not be issued

unless approved by the Chief, Personnel and Administration Branch.

1o

All travel by employees paid from vouchered funds must be authorized
and pefformed in accordance with the provisions of Standardized
Government Travel Regulations aﬁd/or applicable current statutes.
2. AUTHORIZATION
4. Vhen it is determined that it is necessary for a vouchered civilian
employee to perform official domestic travel, a travel request on
Form 3Lh-5 will be approved by the office or branch chief and forwarded
to the Chief, Fiscal Section. The Chief, Iiscal Section will avprove
and forward Form 3L-5 to the Travel Unit, Fiscal Section for issuance
of the necessary travel orders.
b. After the travel order is prepared and funds to cover the cost of
travel have been obligated, the original will be forwarded to the
traveler or may be picked up by the traveler from tﬁe Travel Unit,
Fiscal Section.
¢. To amend a previously issued travel order, a new request should be
submitted in accordance with the procedure outlined above. If ap-
proved, the amended order will be issued and distributed in the same

manner as the original,

o

Requests for travel should be initiated sufficiently in advance of

the commencement of travel so that the Chief, Fiscal Section will

unhave'thc~rcqucst L nisSTPOESESEIOH at least 8" hours prlor to the

timejthe‘travel is to begin.

E“FLCTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS HAVING BEEN RESCINDLD AR& A
: - NoT- EPFECTIVE AFTER 1, JULY 1947 ,

RESTRICTED... . . . . S SIS SrIMEE OO .
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RETIMBURSEMENT FOR TRLVE]L EXPENSES

a. After the completion of a trin, or at the end of each month, the
traveler will submit his account for bravel reimbursement expenses
bon Standard Form 1012, "Public Voucher for Reimbursement of Travel
and Other Expenses inéluding Per Diem"., This form will be approved
acdminlstratively by the Branch Chief or his designee and forwarded
in quadruplicate to the Fiscal Section for audit, certification and
nayment., .

An administrative audit of Form 1012 will be performed by the Fiscal

o’

Section to determine if the travel was performed as authorized in
accordance with Standardized Government Travel liegulations and perti-
nent travel order. Any suspensions (deductions) from the amount
claimed will be reported to the traveler on an "Administrative Audit
Difference Statement! together with an explanation, where applicable,
of the information necessary to support a reclaim of the amount previ-
ously suspended., |

TRaVEL SERVICES

a. It is the responsibility of each traveler to prepare his travel
voucher in proper form. Howsver, upon request, the Travel Unit,
Fiscal Section’will extend advice and assistance in connection with
the preparation of vouchers. The Travel Unit of the Fiscal Section
will also, when requested, render spscial services for military and
naval personnel by making a pre-audit and examination of travel

vouchers for accuracy and compliance with regulations prior to their

submission to the War or Navy Disbursing Officer for payment.

.'5. GENERAL INFORMATION FOR_THE TRAVELER

a. Examine Orders

The traveler should examine his travel order to determine that it
-specifies all requirements including the mode of transportation to
‘be used, the period to be covered, and the places to be visited., If
the order does not provide adequate coverage, an amendment should be

fequestgd.thnqugh_propgpmcnggnels;pricr~t¢~theit1meftramélfiéfﬁééun;*7wm‘
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Maintain Records

The traveler should maintain accurate records of time of departure

from and arrival at different points, and a record of official cx-

pendituras as well as copies of official telegrams and paid receipts

for official expenscs when nccessary. It is cssential that the
traveler have this information to cnable him to prepare a correet
reimbursement voucher.

Purchase of Tickets

It is the responsibility of the traveler to ascertain in all cases
vhether or not through tickets » excursion tickets or reduced rate
round trip tickets can be secured. The fact that the existence of
such rates may not have been known to the traveler does not relieve
him of responsibility of ol‘)taining the lowest rates. It is essential
that the traveler purchase a ticket that will adequately cover the
period of his travel without incurring any unncrcssary expense. When‘
traveling by common carrier, Government Transportation Requests which
will be furnished by the Travel Unit, Fiscal Section must be used.

Return Unused Tickets

Unused portions of tickets should be submitted attached ﬁo the travel
reimbursement account, Standard Form 1012.

Per Diem |

The calendar da‘y will be the unit used in computing the per diem
allowance for continuous travel of more than twenty-four hours, For
fractional parts of a day at the commencement or ending of such con-
tinuous travel, one-fourth of the rate for a calendar day will be
allowed for each period of six hours or fraction thereof. No per
diem will be allowed when the departure from official station is
after 8:00 a.m. and the‘ return on the same day is prior to 6:00 p.m.,
or for any absence not e#ceeding three hours. For the firsf 60 days
of contihuous ciomicilc at a temporary post of duty in the U. 3., a

per diem allowance not to cxceed %$6.00 may be authorized within the

continental U. S. When the period of continum_lsm_doxr_lic;ilf: X EONAG - s

beyondéOdays, 'the“:,r"a.te‘ of: al;LQw}rance‘ shall vbve_‘reckluced‘ to not to. ex—.

ceed 35’4-.00""7.158_1‘ day; wh.ic‘:h:wiil con'b:.nue ‘in efi‘"eclt'_,t_;ntj_'!.f xﬂidnight of

‘_’3;‘_
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the date of departure from that point. Any abscnce of 10 days or
le'ss from such temporary post of duty shall not be regarded as af-
feeting the continuity of domicile at that point, The effect of
sick and/or annual leave upon the continuity of the traveler!'s
domicile at temporary post of duty shall be administratively dc‘ter-}
mined in cach case bascd upon the ¢ircumstances surrounding the leave,
and final authority for such determination shall rost with the bonded
Certifying Officer who approves the account for payment.

Leave While in Travel Status

If leawe of absence of any kind begins or terminates within the
traveler's preseribed hours of duty, per diem allowance will terminate
or begin at the same time. If the leave of absence does not begin
or terminate within the traveler's prescribed hours of duty, the
traveler will be regorded as being in subsistence status until mid-
night of the last day on which actual service is rendercd preceding
the leave of absence and from 12:01 a.m. of the day on which actual
service is resumed. Fractional leave of ‘absence wholly within a day,
vhere for half of t‘hc prescribed working hours or les 58, will be dis-
regarded for subsistence purposes. Where it exceeds half of the
prescribed working hours » ho subsistence will be allowed.

Advance of Funds

Advance of official funds to cover the expenses of 2 vouchered em—
ployee while in a travel status s can be made only if the emmloyee
executes a Bond of Indemnity. The cost of the premium in securing

such a bond ($5.00) must be borne personally by the employoe.

FOREIGN TRAVEL

.a’"

Per diem rates will be paid travelers abroad in accordance with the
rates prescribed in Budget Circular A-7, subject to a deduction of

15% for each meal and/or lodging purchased by the traveler from the

‘military or from another branch of the Govermment drawing rations

from the military or to a deduction bf 20% for each ‘meal and/or L

. lodg:mg i’urn:.shcd ‘to ‘him" bv the government w:.thout charge.

- -
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